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1. Purpose. To establish and issue supplenental instructions,
procedural guidelines and policies for the establishnment and

adm ni stration of Reserve Center (RESCEN) Unit Recreational Funds
under the cogni zance of the Commander, Naval Reserve Readi ness
Command Regi on Thirteen (REDCOM 13).

2. Cancellation. NAVRESREDCOVREGIH RTEENI NST 7010. 1D.

3. Policy and Procedures. Conpliance with the provisions and
policies of references (a) through (f) and this instruction is
directed for all REDCOM 13 activities. It is the policy of
REDCOM 13 to provide recreation needs of assigned Naval
personnel. Common uses of the fund include the purchase of m nor
sports/recreational equi pnent, mai ntenance of mnor recreation
equi pnent, books, nmagazi nes, newspapers and entertainnent.

Expendi tures should yield tangi ble recreation benefits. These
funds should not be used primarily for parties and picnics.

4. Fund Establishnment Approval Authority. Procedures to request
authority to establish a Unit Recreation Fund are contained in
reference (a).
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5. Responsibility. The effective operation and adm nistration
of recreation prograns is the responsibility of the chain of
command.

a. Conmmander, Naval Air Reserve Force ( COVWNAVAI RESFOR)
COWNAVAI RESFOR (Code N463), provides overall coordination and
adm nistration of recreation prograns within the Reserve
cl ai mancy.

b. Commander, Naval Reserve Readi ness Conmand Regi on Thirteen
(REDCOM 13). REDCOM 13 (Code N4) will review and inspect unit
recreation funds to ensure proper managenent and fi nanci al
accountability. Further, REDCOM 13 will provide additional
assi stance and gui dance on request, or when deened necessary for
ot her reasons.

c. Fund Adm nistrator. RESCEN commandi ng of ficers having
unit recreation funds are designated Fund Adm nistrators. They
have jurisdiction over, and are responsible for the
establishment, adm nistration, operation, and financial condition
(i ncluding solvency, stability, and dissolution), of the
recreation fund and wll:

(1) Review and evaluate financial statenents and, where
applicable, forward themas directed to higher authority.

(2) Effect corrective action on recomendati ons nmade by an
audit board as directed by reference (b).

(3) Approve all recommendati ons of the Recreation Council/
Comm ttee/Board, in witing, prior to expenditure of Recreation
Funds. Disapprove any recomrendations of the Recreation Council/
Comm ttee/Board, in witing, which are deened not to be in the
best interest of the Navy or are not authorized as outlined in
reference (c).

(4) Personally approve and sign all checks involving the
expenditure of recreation funds. No checks are to be witten to
"Cash" or to any individual staff nenber. (The only exception is
in the case of a loan for a substanti ated personal financi al
hardship, only after certification that the |oan neets Red Cross
verification criteria. This certification nust be in witing and
retained in the recreation fund's general files.)
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(5) Designate a Recreation Fund Custodian in witing,
speci fying accountability, records keeping, and proper
adm ni stration of the fund.

(6) Designate a Recreation Council/Conmttee/Board in
witing. At the discretion of the Fund Adm ni strator, conmands
t hat cannot support a council and a commttee, may forma
Recreation Board that will function in the same manner as the
council/commttee. The board nust constitute a representative
m x of officer, enlisted, age group, and mnal e/ fenmal e personnel,
as appropriate, and ensure attention to the interests of ethnic
and mnority groups. Each nenber of the board has one equal
vote. Majority rules on recomendati ons.

(7) Designate a Recreation Property Custodian in witing.
Thi s individual may be the Recreation Fund Custodi an.

d. Recreation Fund Custodian. The Recreation Funds
Custodi an will have possession, be know edgeabl e of, and maintain
all of the required publications, directives, files and | edgers
pertaining to the Recreation Fund, including when authorized or
directed by the Fund Adm nistrator, the checkbook. The
Recreation Fund Custodi an cannot be any nenber assigned to

appropriated fund adm nistration responsibilities, i.e., the
Storekeeper. In addition to the above, The Recreation Fund
Custodian will performthe follow ng specific duties:

(1) Set up and maintain a receipt and expenditure record
that will be retained for the |ife of the recreation fund in the
format prescribed in reference (d).

(2) Prepare a Purchase Order, NAVCOWPT Form 2213, prior to
any expenditure of recreation funds. Enclosure (1) provides a
sanpl e.

(3) otain and retain an item zed invoicel/receipt slip/
cash register tape/delivery ticket for each expenditure of
recreation funds fromthe vendor. This proof of purchase will be
attached to the Price Solicitation/Purchase Order Approval form
NAVCOWPT Form 2213. Check nunbers and dates will be entered on
each ticket or invoice for the purpose of cross-referencing and
audit inplication.

(4) Ensure that no purchases are made with cash. Al
expenditures of recreation funds will be acconplished by check.
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(5) Ensure that each transaction is supported by witten
recomendati on fromthe Recreation Council/Comm ttee/Board and
witten approval is received fromthe Fund Adm nistrator.

(6) Reconcile and bal ance the nonthly bank statenments upon
receipt.

(7) I'n case of loss of funds, the custodian will be
required to reinburse the fund only when it appears, by
affirmati ve evidence, that the custodian did not exercise due
care and diligence.

(8) Submit a financial statenent to the Recreation
Counci | / Comm ttee/ Board at the schedul ed neeting for review and
i nformation.

6. Recreation Property Managenent. There are three categories
of recreation property: (1) Non-expendable. This equipnent has
an acquisition value of over $1,000 is not consunmed in its use,
and has a |ife expectancy of nore than two years (e.g. pool
tabl e, boat, universal gym equipnent, etc). (2) Expendable.
Thi s equi pnent has an acquisition value of under $1,000, is not
consuned in its use and has a |life expectancy of nore than two
years(e.g. TV, mcrowave, ping pong table, golf clubs, etc).

(3) Consunabl e m nor recreation equipnment. The equi pnent has an
acqui sition value of |ess than $100.00, nmay be consumed in its
use, but normally has a |ife expectancy of nore than two years
(e.g. bats, balls, gloves, weight belts, tennis rackets, etc).

a. Each piece of nonexpendabl e and expendabl e equi prent w | |
be recorded on a Stock Record, NAVCOWT Form 742-1, or a
Control | ed Equi page Custody Record Card, NAVSUP Form 306, (see
encl osure (2) for an exanple.)

b. Each piece of nonexpendabl e and expendabl e equi prrent w | |
be marked "MAR Property"” and will have a unique inventory nunber
af fi xed permanently to it (normally the same nunbers as the
consol i dated property record).

c. Consumable mnor recreation property will be recorded on
a consolidated property listing and kept in the binder with the
consol i dated property record cards, (see sanple in enclosure

(3)).
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d. Al recreation property will be inventoried at |east
annual | y.

e. A signed Custody Receipt, NAVCOWT Form 744, will be
obt ai ned from each individual borrowi ng property w thout charge,
(see enclosure (4) for exanple). This receipt will be returned
to the individual when the property is returned.

f. Disposal of excess recreation property.

(1) Usabl e equi pnent no | onger required by the recreation
programwi || be used as a trade-in for the purchase of like itens
or be made available for no cost transfer to another activity
wi t hi n REDCOM 13.

(2) Should such redistribution not be feasible, the
excess property nmay be sold to interested individuals through a
seal ed bid procedures to active duty personnel as directed in
reference (c).

(3) I'n no instance shall property purchased with
recreation funds be donated to any individual or non-naval
organi zati on.

g. D sposal of unserviceable recreation property.

(1) Property with an acquisition value of $300 or nore
will be transferred to the nearest Defense Reutilization
Managenment O ficer (disposal).

(2) Property with an acquisition value of |ess than $300
will be destroyed. Two persons shall w tness the disposal and
verify the destruction in witing.

(3) Nonexpendabl e or expendabl e property will not be
renoved fromthe records until a Certificate of D sposition
NAVCOWPT Form 2212, is approved by the commandi ng officer. See
sanple in enclosure (5).

h. Insurance and Sel f-1nsurance. CHNAVPERS is authorized to
purchase insurance or to self-insure the various exposures to
|l oss. Presently, all coverages are provided by self-insurance.
Sel f-insurance neans the funds are set aside w thin NAVPERSCOM
central funds to pay | osses.



NAVRESREDCOVREGTHI RTEENI NST 7010. 1E
17 Mar 98

(1) CHNAVPERS (PERS-653) Casualty Insurance Program
provi des all the coverage necessary for recreation vehicles

(cars, vans, trucks, buses, etc) and special purpose recreation
vehi cl es, snownpbi |l es, power cycles, trailers including canping
and boats, etc).

(2) To be eligible for coverage, recreation vehicles and
speci al purpose recreation vehicles nust be purchases w th non-
appropriated funds and be assigned a USN regi stration nunber by
PERS- 653. Note: USN registration nunbers are not assigned to
boats. The boating registration requirenents of the respective
state should be foll owed.

(3) Requests for USN registration nunbers for vehicles
(i ncludi ng special purpose) not previously registered shall be
submtted in accordance with enclosure (7), paragraph 5(f) of
reference (c), (see enclosure (6) for an exanple).

(4) Recreation vehicle insurance coverage and acci dent
reporting is described in reference (e).

7. General Adm nistration

a. Unit Allocations. Requests for annual allocations shal
be submtted at the beginning of the fiscal year via the chain of
command t o COVWNAVAI RESFOR Code N463). Requests nust indicate the
nunber of active duty Navy personnel assigned, including
students. The current allocation rate is $25 per active duty
student/ person per year.

b. Special Grants. Non-appropriated fund assistance to
purchase recreation equi pnent for which | ocal funds are not
avai |l abl e may be requested from COVWNAVAI RESFOR (Code N463) via
the chain of command. Requests for equi pnent nust include
justification, including details on steps taken to obtain such
equi pnent through appropriated funds. Justification requirenents
are outlined in reference (b).

c. Vending Machi nes and Anmusenent Ganes. Vendi ng Machi nes
and anusenent ganes may either be owned by the Unit Recreation
Fund or owned by private vendors. Regardless of who owns the
machi nes, Fund Administrators will adhere to the follow ng strict
provi si ons:
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(1) Vendi ng machi nes and/ or bul k vendi ng machi ne supply
storeroons will not be opened for any purpose unless two or nore
menbers are present when they are opened, one of which nust be
t he Recreation Fund Cust odi an.

(2) Money counts and deposit preparations are to be
docunent ed showi ng that two parties counted the noney, see sanple
format shown in enclosure (7). Al funds received particularly
t hose renoved from vendi ng machi nes and anusenment ganes, wll be
docunented in the presence of at |east two Recreation Fund
menbers, one of whom nust be the Recreation Fund Cust odi an.

(3) Deposits of cash into the Recreation Fund's bank
account should be at |east nonthly or nore often when cash on
hand exceeds $100.

(4) An authenticated receipt shall be obtained fromthe
bank for each deposit and shall be retained on file as part of
the official records.

(5) Per reference (f), machines owned by private vendors
will reinburse the governnment a flat nonthly rate payabl e not
| ater than the 15th day of the first nonth of each quarter.

(6) Per reference (a), profits from non-exchange operated
vendi ng nmachi nes and anusenent machi nes at Naval and Marine Corps
Reserve Centers will be distributed to each tenant on a pro-rated
strength basis. The Navy and Mari ne Corps devel oped a fornul a
(see enclosure (8)) to provide equitable profit distribution to
participating Navy and Marine Corps units. The fornula provides
for the inclusion of drilling reservists and assigned full-tine
support personnel within the profit distribution plan.

d. Change Funds. The conmanding officer is authorized to
establish a change fund, if needed. The change fund nust be
authorized in witing specifying the anount authori zed.
Dependi ng on the size of the RESCEN, no nore than $25 shoul d be
aut hori zed.

(1) This fund will be for the purpose of maki ng change
only. Oher expenditures fromthe change fund is prohibited.

(2) The entire change fund nmust be available for audit

and/or verification at all times (change and dollar bills nust
add up to the authorized anmount).
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(3) A surprise audit by a nmenber of the Recreation Fund
Board nmust be held at |east quarterly. This audit wll be
reported to the commanding officer in witing. A copy of the
audit nust be held in the Recreation Funds records.

e. Internal Review Oficer. The conmmanding officer wll
designate in witing an officer to performan audit on the
Recreati on Fund during the nonth of June as directed in reference
(b). Areas considered nost vul nerable are cash collection, basic
procurenent and receiving operations, change fund, basic
bookkeepi ng procedures, bank deposit procedures, and
reconciliation of bank statenents.

R H PORTER
Chi ef of STaff

Di stri bution:
NAVRESREDCOVREGTHI RTEENI NST 5605. 1S
Li st D ( RESCENS)
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